NHCTPYMEHTbI ynpaBJieHUA 3apa4aMm U NPOEKTHOMU paboTom

Cucrtema npoayktuBHou pabotbl GTD
[[anaeB KO, 4. ctyneHT 2 kypca WATuTO PIT1Y nm. AW, I'epueHa

TepMUHbLI

YnpaBsneHue 3agavyamu - 3TO NpoLecc ynpasieHus 3aja4en Ha
NPOTAXEHWNWN €e XU3HEHHOTI 0 UWNK/a. 9T0 BKJIlOYaeT B cebs MNJaHNpoBaHWeE,
TeCcTUpoBaHue, OTCNeXnBaHWe N 0OTYETHOCTb. Yrpas/sieHue 3aga4amu
MOXET NoMoYb nbo NHOWBWUAY B OOCTUXMEHWNN Leneun, nnbo rpyrnnam
nooen COTPYyAHWYATb N obMeHMBaTbCA 3HAHUAMW 018 OOCTUXKEHUS
KONNEKTUBHbIX Lenen.

GTD (Getting Things Done) — 3To cucTema npoayKTueHoum paboThl

N OOHOUMEHHAA KHUra busHec-TpeHepa Oasuga AnneHa.

[naBHas Lenb — ycrneBaTb AenaTb TO, YTO HeobxoaAuMo, HO

TpaTUTb BONbLUE BPEMEHU Ha TO, YTO O0CTaBASE€T BaM YyO0BO/IbCTBUE.

AKKTYyaJiIbHOCTb

PaboTasa no npuHuymunam GTD, Bam bygeT nervye ynpaBnsTb CBOUMWU OENaMU.

Beab rnasHoe AOCTOMHCTBO 3TOW METOAMKW B TOM, 4TO MHGopMaLus
060 BCcex BaWmMx 3afla4ax cocpesoTo4YeHa B 04HOM MecTe Takum obpa3om,
4yT0Obl Bbl MO /1M NEPEXOANTL OT OAHOI0 Aefla K APYyroMy He pa3ayMbiBas.

NMCTOYHUKM

1. MpakTnyecknn cemnHap. NMpenogoBaTens: XKykos H.H

2. 410 Takoe GTD u Kak aTo paboTtaeT. URL: https://lifehacker.ru/gtd-cards/
3. PykoBoAcCTBO A1 HOBMYKOB NMo «Getting Things Done»

URL: https://theidealist.ru/gtdguide/

Cucrema GTD

B cucteme GTD HeT cTporux npasus. 3aTto ecTb ba3oBbie NpUHLUNbI paboThl:
1. CobupanTe nHhopMauno U BCE hUKCUPYUTE. 3anncbiBanTe 3ana4um, naen,
noBTopALMecs aena B 6JIOKHOT UAK NpUSIoXKEeHKe.

2. MrwnTe nosacHeHus. PazbueanTte bonbline Aena Ha KOHKPETHbIE BbIMONIHUMbIE OeNCTBUS.
3. Onpepgenante npuopuTeThl. [1NA KaXK40ro aN1eMeHTa B CNUCKE YKaKUTe KOHKPETHY0
0aTy 1 CpoK.
4. ObHoBnAWTe cnuckn. Cnegute, 4Tobbl y Bac Bcerga bbin CNUCOK KOHKPETHbLIX AeNCTBUY
1 Bbl MOT 1M NPUCTYNUTL K paboTe 6e3 npomenneHus.

5. Hencteynte. Korga BCE opraHM30BaHO, MOXHO NPUCTYNAaTh K BbIMOJIHEHUIO 3a4YMaHHOro.
BulbepuTe Aeno, nocMoTpUTE, Kakne KOHKPEeTHbIe AeNCTBUSA OT Bac TpebyTcs,
n pabotanTe.

CneuunasnbHblie UHCTPYMEHTDI

N3 npunoxxeHun n seb-cepsmncos noponayt Wunderlist, Trello, Any.do,
MyLifeOrganized, nwobon 3ameToqHnK unm obbiyHbIN (hann B «Google [JokyMmeHTax».
Ecnu Bbl NPUBbLIKAN Ae/1aTb 3aMeTKU Ha bymare, MOXXeTe UCrMoJib30BaTb €€,

mm @ Notion a todoist
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